
 

 

 

 

 

 

 
 
 

How to Search for a vendor by Ethnicity 
and Gender while Not Logged into the 

System 
 

 

 

  



1. Go to https://charlotte.diversitycompliance.com/  

2. Click on Search Certified Directory 

 
3. Click on Minority Business Enterprise (MBE), Small Business Enterprise (SBE), and Women 

Business Enterprise (WBE) to searched City of Charlotte Certified Vendor List 

 

 

City of Charlotte 

Certified Vendor List 

https://charlotte.diversitycompliance.com/


4. Scroll down to Search by Reference and click on the drop-down arrow to choose the Ethnicity 

that you want to search 

 
 

5. Click on the drop-down arrow to choose the Gender that you want to search 

 

Note:  Each drop down for ethnicity and gender allows you to select the multiple selections at one time 



6. Click Search 

 
 

  



7. Click Download Search Result 

 
*Note, search parameters that you chose are displayed above 

8. Check “I’m not a robot” box 

 
 

  



8. Complete the security question that is presented 

 
 

9. Complete the next security question (if it appears) and put a check mark in “Include Commodity 
Codes in download” and click ‘Download to Excel” 

 
 



10. Click “Open” 

 
 

11. A Microsoft Office Excel Workbook will appear 
12. Click “Enable Editing” 

 
 

13. Format the Excel Worksheet for viewing 
14. Click File 

 
 

15. Click Print 

 
  



16. Click Print 

 
 

  



 
 
 
 
 
 
 

How to Search for a vendor by Ethnicity 
and Gender while Logged into the 

System 
 

  



1. Go to https://charlotte.diversitycompliance.com/  

2. Click Log In 

 
 

3. Type in your Username and Password Credentials 

 

  

https://charlotte.diversitycompliance.com/


4. Click on “Search” on the left side of the screen 

 
5. Click Certified Vendors 

 
 

  



6. Click on the drop-down box on “Certification” 

 

  



7. Check only the boxes under “City of Charlotte” 

 

  



8. Click on the drop-down box for Ethnicity and choose all options that you want exported 

(multiple selections can be made) 

 

  



9. Click on the drop-down box for Gender and choose all options that you want exported (multiple 

selections can be made) 

 
 

  



10. Click “Search All Matches” 

 
 

  



11. Click “Export” 

 
 

  



12. Scroll through the list and select any parameters that should be exported in your search and 

click “Export Records” 

 

 
 

  



13. Click Open 

 
 

14. Format Excel Worksheet to your viewing preference 

15. Click on ‘File” 

 
 

16. Click “Print” located on the left side of the screen 

 
 

17. Click “Print” 

 


